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Log into the vendor testing site using ePass Montana: https://tst.mt.gov/epass/portal/. Enter 
the ePass credentials that were provided to you via email. 

1. 

2. 

Enter your credentials and 
press the login button. 

 

Please use the UAT (User Acceptance 
Testing) link for your testing purposes.  3. 

https://tst.mt.gov/epass/portal/
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After successful authentication, you will be directed back to ERIC to select your contact. 

3. 

4. Select your contact 

information. 

 



Create and Update Payroll Schedules 

Before you can begin uploading payroll files, you will need to create 

payroll schedules for your organization.   

1. Click on Organization Profile.  
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5. Click New to create a new Payroll Schedule. 

4. ERIC displays the existing payroll schedules. 

ERIC displays the Employer Maintenance 
screen. 

Select the Payroll Schedule tab located in the Other 
Details panel. 

2. 

3. 



Create and Update Payroll Schedule, cont. 

6. 
7. Enter in the following information: 

• Organization Plan 

• Payroll Schedule Begin & End Date 

• Payroll Schedule End Date 

• Frequency 

• Subsequent Fields regarding Frequency 

• Do not Execute On (when applicable) 

• Check the First Payroll Schedule checkbox if 
applicable 

ERIC displays the Payroll Schedule Maintenance screen. 

Click Save. 9. 

In this example you must enter the First Pay Date; however, if you select a different 
Frequency option from the drop down different fields will appear specific to that 

frequency type. 
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8. Click the Populate button. 

 

If you are creating a new 
schedule, this section 
only appears after you 
click “Populate”. 

 



Uploading a Payroll File 

Once you have set up the Payroll Schedule, you can begin uploading 

a payroll file.   

1. Navigate to the Upload File section.  

Your testing account is an organization with no 
employees.  You will need to enroll employees for 
testing. 



Upload a Payroll File 

2. ERIC displays the Upload File screen. 

3. Choose the File Type from the dropdown menu. 

4. Click the Browse button to find the file. 

5. Choose the file and click the Open button. 

6. Click the Upload File button. 



Correcting Errors  

1. Click on the Process Files link.  

The two errors that you may encounter when processing Employer files are errors related to file formatting or errors related 
to the Header and Detail records.  File formatting errors will occur when you upload a file that is incorrectly formatted and 
not a .csv file.  This error will occur after you click the upload file button. The errors related to the Header and Detail records 
will occur once the Employer file has been processed.  The status of these files will be in Review.  These errors could be 
related to any record within the file. 



Correcting Errors, continued 

2. ERIC displays the Process Files Lookup screen. 

 

Search for uploaded Employer Reporting Inbound File. 

 

3. 

5. 

4. ERIC displays the search results. 

 
Select the desired file and click the Open button. 

 
Page 11 



Correcting Errors, continued 

Page 12 

6. ERIC displays the Process Files Maintenance screen. 

 

7. In the Status Summary panel, select the Detail Records that are in Review. 

 8. ERIC displays the Process Files Lookup screen populated with the records that are in review. 

 

Click on Line No. to display the 
error detail. 

 

9. 

10. ERIC displays the Process 
Records Maintenance screen. 

 11. 
In the Error Details panel, the 
error message is displayed. 

 12. Correct error and upload 
file again. 

 



For help please contact Bill Hallinan at  
(406)444-0158 or bhallinan@mt.gov 

 

mailto:bhalinan@mt.gov

